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EAGLS Basics

History

Bank of America offers an integrated card (3 business lines associated with
one card; purchase, travel, and fleet).

EAGLS (Electronic Account Government Ledger System) - State of the art
browser-based software (no need to purchase or install special software).

Secure encryption of all information on an internet site which is available 24
hours, 365 days a year from any Internet site.

The availability to bill centrally (charges paid directly by US government)
and to bill individually (charges paid by the employee to Bank of America
and reimbursed via a travel voucher) on one statement.

Cost Allocation module associated with EAGLS software which allows the
correction of the charge and allocation of costs to other stations. Cost
Allocations done in EAGLS are posted to the FFS CARD Table. (This is
taught in the EAGLS Cost Allocation Course)
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Roles

EAGLS offers the ability to work in a variety of different roles. The roles
you need to be familiar with are:

AH Account Holder (also known as the card holder)

DOI RO Department of the Interior Reviewing Official - the
administrative person in the field or at the Regional office
who is responsible for maintaining and reconciling all
credit card accounts for multiple card holders.

DOI ADMIN Department of the Interior Program Administrator — the
DOI Admin is a role located in the regional office that can
view and maintain all card holders within their program.

ATHR_OPC Agency Point of Contact (also known as the Regional
Credit Card Coordinator) - this role can view and maintain
all cardholders in the region.
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Hierarchy

The hierarchy is a series of levels identifying each program’s chain of
command. For example:

1. A Fisheries station in Region 3 reports to the Fisheries program in
Region 3.

2. The Fisheries program in Region 3 reports to the Regional
Directorate in Region 3.

3. The Regional Directorate in Region 3 reports to the Fish and Wildlife
Service.

4. The Fish and Wildlife Service reports to Department of the Interior
(DOI).

The origin of the Hierarchy below Fish and Wildlife Service level are based
on the Federal Financial System (FFS) Organization table

Level Hierarchy in FFS Hierarchy in EAGLS

DOI N/A 0000003

FWS N/A 0000015
Region 30000 3112535
Program 30180 4112560
Station 30188 5112564

We never promised the numbers would make sense.

In EAGLS this is important because if you have multiple stations, you will
need to change the hierarchy level to access all of the cardholders.

Also, the hierarchy will need to be changed if a DOl RO or ATHR_OPC
need to access both purchase/travel and fleet accounts. Fleet accounts
have a different level three hierarchy than purchase/travel.
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What Can | Do In EAGLS?

Once you have successfully logged on, you have access to do the
following:

print current transactions that have not yet been billed; the
transaction displays whether the charge will be individually billed or
centrally billed

print current statement; the last statement received by the card holder
print prior statements

change addresses

change Master Accounting Codes (cardholder’s default cost
structure)

do cost allocation

Note: if a DOl RO or ATHR_OPC wishes to change their own
account, their role must be set to that of an AH. See page 12.
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Logging into EAGLS

In order to log into EAGLS a User ID and Password are required. If you do
not have a User ID you will need to contact your Regional ATHR_OPC for
a user ID. Initial passwords are only provided by Bank of America.

If you need a password or you've forgotten your password or need it reset,
you can do that through the GCSU at Bank of America. AOPC’s can not
reset passwords, only Bank of America can reset them.

1. Access their website at
https://www.gcsuthd.bankofamerica.com/training.

2. You will be offered two choices “Cardholder Password Resets” or
“Hierarchy Based Roles”. Unless you know all the levels of your
hierarchy, it is best to request a password reset as a cardholder.

Step By Step Procedures for Logging On:

1. From the GCSU website, click on “Login to EAGLS” link or go through
Bank of America at www.gov-eagls.bankofamerica.com.

X Technical Help Desk - Microsoft Internct Explorer

-.’.. ? o [Home | [Help | [Contact Us] [Signin__|
GCSU

Technical Helpdesk
| BankofAmerica %

[
Avgust 19, 2002

Training
EAGLS

DEF Status: . Search EAGLS User's Guide & Job Aids

08/16/2002 NOTICE | |

Helpdesk Home

You are attempting to enter a secured area of the site.
Training Home
THD Online Assistance To gain access, you must first login to EAGLS and then either click on "Help" (takes you
EAGLS User Guide to the THD Online Assistance Page) or "Training” (takes you to the Training Home Page)

Job Aids Login to EAGLS
Order Form
DoD APC

*Passward Resat
B ank of Amarica, HoA

e *If you have forgotten your EAGLS password and need to have it reset or if

|Equal Housing Lender £=3 f T {_onn S50 nedc i
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2. Warning page appears, scroll to bottom of page and click on

“Continue”

@ VTSR B I R e T T S T E T BT G T J\J\j
File Edit View Favortes Tools Help |?
QD ack - %] & @0 O sean Favorites @Y e (%) - i - da 2
address | @] hetps:/funw, gov-eagls bankoFamerica.comy ﬂ Go  Links ¥

WARNING!

You are attempting to access a private Web Site protected by a Security System.
Access to and use of this facility requires explicit, current authorization and is
strictiy limited.

Unauthorized, or any attempt at unauthorized access, usage, copying, alteration,
destruction, or damage to its data, programs or equipment may violate the
Faderal Computer Fraud and Abuse Act of 1986 as waeil as applicable
state law andfor civil liability.

With the before mentioned understood, shouid you praceed further, you may
subject yourself to investigation that couitd lead to prosectition shoulid you
not have authorization or violate any of these restrictions.

The EAGLS Systom that you are accassing and information about tha oparation,
maintenance and upgrades of the EAGLS System are confidential and proprietary to

Bank of America, N.A. (USA). The EAGLS System is to be used by authorized
persons solely for the governmental purposes described in
General Services Administration Contract GSA No. GS-23F-98004.

CONTINUE

‘2] Done é & Internet

5 I
Draw~ 3  Autoshapes+ . W [ O B ol 2 B [ & - & - A~ =5 B @ .
Page 7 Sec 1 77 at 1" Ln 2z ol 4 (155 4

M B notebook,doc - Micra, . B generalscreens.doc- . . B log inwpd - Microsaft . 2 @ é@ 2) ‘f' ‘Q;@ 328 PM

3. Key the USERID field. The USERID is usually, but not always the
first digit of your first name, the first five digits of your last name and
two numbers. This field is not case sensitive.

4. Key the Password field. The first time you log into EAGLS or have
had your password reset, you will be prompted to change your
password. The password the bank gives you is in ALL CAPS and
must be entered exactly as given by the bank. If you prefer not to
work in CAPS, turn the caps lock field off before entering your new
password. Passwords are 7-20 characters in length, begin with an
alphabetical character, and MUST contain at least one number in the
password.
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i EAGLS System Logon - Microsoft Internct Explorer

o

Please Enter Your User ID and Password

UserID  [czidanl |

Passord e |

[ | cea |

As Of : 08/16/2002

B

This system contains privileged and confidential information intended only for the use of

5. Press the “Enter” key if using Internet Explorer or click using the

submit button if using Netscape.
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Maneuvering Within EAGLS

The main menu within EAGLS appears in the frame on the left hand portion
of the screen. Some of the menu options go directly to that particular
function while the rest of them open up an expanded menu that appears
below them. Click once on the title to expand the menu. If you do not wish
to see the expanded list, click on the title. Listed below is a short
description of each of the menu options.

NOTE: There are different menus that appear depending upon the role you
have been given in EAGLS. The one displayed in this manual is for an
AOPC role.

A EAGLS - Electronic Account Government Ledger System - Microsoft Internct Explorer

As Of : 08/16/2002/2)
Account
Inquirg/Maintenance
Ingquiry
Maintenance

Program Information

User Options
Reporting Tool
Help

Training Bankof America ?

Loy Off

Version 2.0
Release 7.0

[ sfg Jebipa JUBWLIBADS) JUNOITY 21U0LI3|T
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Account Inquiry/Maintenance

This is a direct link to review how a purchase/travel account is set-up and is
used for basic account maintenance as well as displaying and printing
cardholder transactions.

Inquiry

This is an expanded menu used by the ATHR_OPC to view agency and
central account profiles and by the DOI_RO’s to view fleet accounts.

Maintenance

An expanded menu which is used by various roles:
ATHR _OPC uses this function for account activation, closing
accounts, transferring accounts to other regions, and to reorder
convenience checks

DOI_RO uses this function to maintain fleet accounts (i.e. change
master accounting cost structures and to change addresses)

AH uses this function to change their ATM pin number

Program Maintenance

Links to GSA Forms (i.e., account setup applications).

Transaction Data

An expanded menu which allows you to perform cost allocation and to
review and print individual statements and corresponding transactions.

User Options

An expanded menu used by the AOPC to create and maintain user profile
information that affects user accessibility. This is where you can change
your password, change your hierarchy, and change your role, and create a
favorites list for cost allocation.

USFWS, NCTC Rev. 06/03
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Reporting Menu

A link to reports that you can schedule and print for your station.

Help
A link to the GCSU helpdesk.

Training
A link to the GCSU training website.

Log Off
This option is used to log off the EAGLS system.

USFWS, NCTC Rev. 06/03
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Changing Roles in EAGLS

If your role is that of an account holder (AH) , you have access to view and
maintain only your account.

DOI RO/DOI ADMIN/ATHR_OPC’s have 2 roles in EAGLS; AH for account

holder (cardholder) and:

e DOI RO for Reviewing Official
e DOI ADMIN for Program Administrator
e ATHR_OPC for Regional Credit Card Coordinator

If you are not sure what your role is in EAGLS, contact your ATHR_OPC.

If you do have more than one role, the only way you can access your own
account is to change the role to AH.

1. Click on the User Options in the main menu to expand the window

2. Click on Change Role

A EABLS - Electronic Account Government Ledger System - Microsoft Internet Explorer

o
-
=

Inguiry/Maintenance
[=]

Inguiry

o .
Maintenance
by Maintenance

3 Program Information
=8 Transaction Data

User Options
Change Account
Change Password
Change Role
Favorites List

Help

Training

Loy Off

WlllsAg Jebpe] JUSWILIBAOS) JU

Options

© Set Both Session and Default Role

= =

Copyright © 1999 Bank of America, NA (USA). All rights reserved.
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The menu on the screen shows your current role. Other roles you have
been assigned can be viewed and chosen by clicking the down arrow in
the “New Role” field. Click on the role you want to be active.

To change your role, click on the appropriate option:

e Set Session Role (this changes the role only during this EAGLS
session)

e Set Default Role (this becomes your new default role every time you
access EAGLS)

e Set Both Session and Default Role (this changes your role during this
EAGLS session and becomes your new default role every time you
access EAGLS.)

3. Click on Submit.
A Change Role Confirmation screen appears. Click “OK”.
Look at your current role to ensure that the role has been changed. From

here you can access all of the functions listed on the main menu located on
the left side of the screen.

USFWS, NCTC Rev. 06/03
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Changing Your Hierarchy

Each office has its own unique hierarchy level. If a DOI RO needs to
access the account holders in more than one office, he or she needs to do
a change of hierarchy. Also, if a DOI RO wishes to access a vehicle
account, the hierarchy must be changed because the fourth hierarchy level
for vehicles is different than the fourth hierarchy level for travel/purchase.

To change a hierarchy, follow the steps listed below:

1. Click once on User Options in main menu (left of screen) to expand
window.

2. Click once on Change Hierarchy. The old hierarchy will appear, plus
a new hierarchy window will appear.

3. Using the down arrow under “New Hierarchy”, scroll until you locate
the hierarchy you need to access. Click on the hierarchy that needs
to be opened. Ifitisn’t there or you don’t know which hierarchy is
which, contact your ATHR_OPC.

A EABLS - Electronic Account Government Ledger System - Microsoft Internct Explorer

Bankofﬂmeﬂe% Change Hierarchy

As Of : 08/16/2002/=)
Account
Inguiry'Maintenance |Current Hierarchy

Inquiry [1000000 3 15 3113091 0000000 0000000 000000 0000000 000000

Maintenance

Program Information
Setup IDescription

Transaction Data |REGION 6 DENVER CO

User Options
Change Hierarchy |New Hierarchy
Change Password
Change Fale E 5
Create User Profile 1DDDDDD 1 201 4 0000000 0000000 0000000 000000 0000000 ,
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4. In Options, you have a choice to keep the original hierarchy as your
default or change the default to the new hierarchy by clicking on the
appropriate option:

e Set session (the new hierarchy will be your default for this one
session. The next time you log on, the old hierarchy will be the
default.).

e Set default hierarchy (the new hierarchy will be the default
hierarchy each time you log on).

e Set both session/default (the new hierarchy will be your default
for both this session and each time you log on).

5. Click on Submit.

6. The confirmation screen will appear. Click on “OK” if it is correct.

Look at your current hierarchy to ensure that it has been changed. From
here you can access all of the functions listed on the main menu located on
the left side of the screen.

USFWS, NCTC Rev. 06/03
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Accessing an Account

1. Click once on Account Inquiry/Maintenance (First selection line of
main menu located at left of screen). If your role is set as an AH,
your account is immediately displayed. If your role in not set as an
AH, the Account Inquiry /Maintenance Search Screen is displayed.

2. You have the option to search for open accounts, closed accounts, or
both by clicking in the desired box in the “Search For” Section. Click
on the selection and then scroll down to the “Search By” Section.

A EAGLS - Electronic Account Sovernment Ledger System - Microsoft Internet Explorer

Account Inquiry/Maintenance
Search

As Of : 08/16/2002/2)

Account
Inguing/Maintenance

Ingquiry
Maintenance

Program Information

Setup
Transaction Data

User Options
Change Hierarchy
Change Password

Change Raole
Create User Profile

To perform partial name searches on non numeric fields,
enter partial search criteria followed by an asterisk ™.
Ex: Entering 'Jo* in the Last Name field
will find last names such as Jones' and 'Johnson'.
Note: Partial searches take ionger to complete than exact searches.

Search For
@ Open Accounts
0 Closed Accounts

Favorites List O Al Accounts

Wodify User Profile
Reporting Tool

Search By

lsAg 1ebpe] JUBWILIBADS) JUNOI2Y 2IU0LI22|F

3. Key either the entire 16 digit cardholder account number or the
cardholder’s last name or the Social Security #. When keying in the
last name, keep in mind that if the employee is a Jr., Sr., Il, or Ill, you

[1% 34

will need to add it on the end or use the “*” at the end of the name.
Note: The system works much faster keying the 16 digit account
number.

USFWS, NCTC Rev. 06/03
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| EAGLS - Electronic Account Government Ledger Spstem - Microsoft Internet Explorer
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As Of : 08/16/2002%)

Account
Inguing/Maintenance

Ingquiry
Maintenance

Program Information

Setup
Transaction Data

User Options
Change Hierarchy
Change Passward

Change Rale
Create User Profile

Favorites List
Wlodify User Profile
Reporting Tool

Search By
Account Mumber

[0 LastName

|55881EDDDDDD1234

Opfional Criteria with Last Name:

First Name

Zip/Postal Code
[ Business Phone
LIS or Canada

International
[0 Social Security #
[ Hierarchy Depth

I
]

| | {Mumeric Only)

| | (Mumetric Only)
| H H | (Mumeric Only)

| Level

Number

DescriptioniName

4. Press “Enter” or scroll down and click on Submit.

If you've used the “Last Name” search and several names appear,
click on the account number of the correct cardholder.

5. You are now at the Account Inquiry/Maintenance Screen. There are
5 major sections within this screen that you can get to by scrolling
down in the lower right window. You can also use the blue hyperlinks
in the upper right window to jump to these sections.

They will be covered in more detail as we use them in the following
sections of this course.

USFWS, NCTC

Rev. 06/03
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Identifying Cardholders and Cardholder Numbers
Within a Hierarchy.

If you need a list of the cardholders and their account numbers within a
station:

1. Click once on “Account Inquiry/Maintenance” (first selection line of
main menu located at left of screen) to display the Account
Inquiry/Maintenance Search Screen.

2. Scroll to the “Search By” section and go to the field titled “Hierarchy
Depth”. Your default hierarchy is listed below “Hierarchy Depth.”

3. Click on “Browse Hierarchy” or type in your hierarchy levels (if you
know them). Click on the down arrow next to “Current Level.”

4. Highlight the level and click on “Select” to display the hierarchy. If
you have more than one station or complex, you may want to select 2
or 3 levels.

e Current Level is your default level of hierarchy

e One to Seven levels will appear for those stations that have
other stations under them

' T Social Security # | & _i {Numeric Only)
I hierarchy Hierarchy Depth I Current Level jl Browse Hierarchy

oo |
Level Number Descripiion/Name
L1 booooos | 0000003 DEPAR TMENT OF THE INTERIOR
LA boooors| 000015 F1SH AND WLDLIF
HL3 3112417| 32417 [REGION 2 - ALBUQUERQUE NM
L4 |
115 |
16 |
117 |
HL.g |
Submit | Clear

5. Click on submit.

USFWS, NCTC Rev. 06/03
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Maintaining the Charge Card Holder’s Account

If you are not already on the Account Inquiry/Maintenance screen, click
once on the “Account Inquiry/Maintenance” link on the left side menu and
perform your search. To display the account holder’s information, click on
the “Account Holder Information” link underlined in blue on the right side of
the screen or scroll down to that information.

A EAGLS - Electronic Account Government Ledger System - Microsoft Internet Explorer

Bankof America

"'ﬁ"’)'/ DENVER EEGIOMNAL OFFICE Orianizational Inforrnation
256816 Accodnt Holder Inforrmation

. (288-14 Accaount Information
oAl Account Staternent Information

Account Staternent Transactions
Inquiry/Maintenance --

Inguiry
Maintenance

> Program Information
Setup Account Inquiry/Maintenance

Transaction Data
User Options
Change Hierarchy
Change Password Organizational Information
Change Ruole [Central Account ID (0004215
Create User Profile [Central Account MName [FISH & WILPLIFE SERVICE
Favorites List [Central Account Mumber [556816000

Modify User Profile
Reporting Tool Back to top

The following fields can be changed by the account holder (AH) , the DOI
RO, the DOI ADMIN, or the ATHR_OPC in the “Account Holder
Information” section on the screen.

e Address (for purchase business line the address MUST be the office)

e Phone Number

e Master Accounting Codes (default cost structure). The structure of a
master accounting code is CASE sensitive and consists of the budget
fiscal year, subactivity, project, charging organization and budget
object class code (i.e., 2003-1261000097360261A)

USFWS, NCTC Rev. 06/03
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All other fields require the ATHR_OPC to complete the change. If you want
to learn what the other fields mean, you can find out at the NCTC Financial
Management Web Site at http://training.fws.gov/led/finance/index.html.

Step by Step Instructions for making maintenance changes:
1. Scroll down to the field you wish to change.

This screen displays the address fields that can be changed.

7} EAGLS - Electronic Account Government Ledger System - Microsoft Internet Explorer

BankofAmerica

é’)'/ DERNYEREEGIANAl DFFICE Organizational Inforrmation
45631600 Account Holder Information
As 0f'l]Bf1ﬁf2l]l]2 (888-14-4 Account Infarmation

Account Staternent Information

- - Statement Transactions

Account

Inquirg/Maintenance

Ingquiry

Maintenance

Program Information

Setup

Transaction Data

User Options
Change Hierarchy
Change Passward
Change Role

Create User Profile

Account Holder Information E
|Account Name | DENVER REGIONAL | [OFFICE |

|Address 1 AT KATHERINE BUCKHOUSE |

|Address 2 [FI=H AND WILDLIFE PO BOX 25486 DFC |

|Address 3 I |

Address 4
(dispiay onhy)

Favorites List
lodify User Profile
Reporting Tool

[ sfg Jebipa JUBWLIBADS) JUNOITY 21U0LI3|T

USFWS, NCTC Rev. 06/03
20


http://training.fws.gov/led/finance/index.html

EAGLS Basics

This screen displays the Master Accounting Code field that can be
changed.

7 EAGLS - Electronic Account Government Ledger Spstem - Microsoft Internet Explorer

Bankof America

"ﬁ}'f DEKNYER REGIONAL OFFICE Organizational Information
55631600 Account Holder Information
As 0f'l]Bf1Ef2l]l]2 (aaa-14-4 Account Infarmation

Account Staternent Information
Staterment Transactions

Account
Inguing/Maintenance

Ingquiry
Maintenance

Program Information

Setup
Transaction Data

User Options
Change Hierarchy
Change Password

Change Raole
Create User Profile

[= TR TR I
|Emp|oyee D || |

|WarrantLeveI Dollar Amount  |[$0 | 0 Unlimited?
|GradefRank |AH =)

|Emp|oyment Status

[Master Accounting Code  |[2003 166200006018261A | Brawse |

|Accounting Center ID i|1DDED | -

Accounting
Center Mame

Favorites List
Wodify User Profile
Reporting Tool

sfg JebpaT JUBWILLIBADE) JUNOIIY J1UCIID3|T

2. Type over the old information with the new changes. All fields that
are BOLD (Account Name, Address 1, City, State/Province, Country,
Zip/Postal Code, and Business Phone) are required and must contain
information.

3. Click on “Submit” at the top of the page (it is boxed in and is listed
under the cardholder’s name and account number.)

4. The “Account Information Maintenance Verification Screen” appears
requiring that the cardholder confirm the changes before they
become active.

USFWS, NCTC Rev. 06/03
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A EAGLS - Electronic Account Government Ledger System - Microsoft Internet Explorer

BankofAmerica

7

As Of : 081620022
Account Organizational Information

nauinilaintenance (8} [Cenral Account ID (0004215
S [Central Account Narme [FISH & WILDLIFE SERVICE
Maintenance

|Centra| Account Number |55681 6 ol

Program Information
Setup Back to top

Transaction Data
User Options
Change Hierarchy

Account Holder Information

S — |Account Name [DENVER REGIONAL OFFICE

Change Rale |Address 1 [ATTN KATHERINE BUCKHOUSE

Create User Profile [Address 2 [FISH AND WILDLIFE PO BOX 25486 DFC
Eavarites List |Address 3

Modify User Profile Address 4
Reporting Tool disnlay on

il sAg 4ebpo] JUBWILLIBAOE) JUNDIVY IIU0AIB|T

5. Scroll down the document, confirm all changes are accurate, and
then click on the “confirm” button. If all changes are not correct, click
on revise and repeat these steps.

A EAGLS - Electronic Account Government Ledger System - Microsoft Internct Explorer

Bankof America

e

As Of : 08/16/2002/2]
Account
Inquiry/Maintenance
Inguiry AOPC Contact Information

Maintenance | Name | Phone Number |[E-Mail | PrimaryfAlternat:
Program Information  f [l ATHERINE BUCKHOUSE | | Primary

[Previous Account #
[Account Open Date [12i04/1998
[Account Closed Date |

Setup -
Transaction Data |L|NDA STEVENS | | |P”mar\"
User Options Back to top

Change Hierarchy

Change Password --

Change Role
Create User Profile
Favaorites List Copyright @ 1999 Bank of America, NA (USA). All rights reserved.
Modify User Profile
Reporting Tool
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6. The “Maintain Account Information Confirmation Screen” will appear
stating that you have successfully made changes to that account.

7} EAGLS - Electronic Account Government Ledger System - Microsoft Internet Explorer

hﬂkﬂfﬂmm%, Maintain Account Information:

Confirmation
As Of : 08/16/20022)

Account
Inquirg/Maintenance

Ingquiry
Maintenance

You have successfully submitted changes for
DENVER REGIOMNAL OFFICE

P Infi ti . . . .
P associated with the following Hierarchy structure

Setup
Transaction Data

User Options
Change Hierarchy

DescriptionfName
Charge Password | 0000003 DEFARTMENT OF THE INTERIOR
Change Role | 00000145 FISH AMD WLDLIF
Create User Profile | 3113091 REGICN 6 DENVER CO
Favarites List | 4113101 ASST REG DIR-BUDGET & ADRIN
Modify User Prafile |

Reporting Tool |
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7. If you have other work to do in EAGLS, use the main menu and click
on the function you need to access.

8. If you are finished in EAGLS, log out. Instructions are on page 32.

USFWS, NCTC Rev. 06/03
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Accessing and Printing Statements (and Related
Transactions)

The 16 digit cardholder account number is needed for this function.
Step-by-Step Directions:

1. In the Main Menu, click on “Transaction Data.” Three new links will
appear on the main menu:

e Agency Invoice
e Cost Allocation
¢ [ndividual Statement

7 EAGLS - Electronic Account Government Ledger Spstem - Microsoft Internet Explorer

Bankof America

=z

As Of : 08/16/2002/2)
Account
Inguing/Maintenance

Ingquiry
Maintenance
Program Information

Setup
Transaction Data

Individual Statement
Search

B

Search For
@ Current Transactions
O Current Statement

Agency [nvoice
Cost Allocation © Statement I:' (MRS
Individual Staterment Sort Transactions By [Transartion Fost Date (2]
User Options
Search By

Reporting Tool

Account Number [556816000 I
0 ey ep (oo 1 I EEHEREN]
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2. Click on “Individual Statement”.
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3. In the “Search For” Section, you will be given three options:

e Current Transaction (transactions that have not yet appeared on
the hard copy statement)

e Current Statement (the last hard copy statement mailed from the
bank)

e Previous Statements (statements that are up to 16 months old are
available in EAGLS. The key is the 2 digit month, a slash, and the
four digit year of the statement you wish to access; i.e. 03/2002.)

Click on the radial button of the search you wish to perform.
4. Tab or scroll down to the “Search By” section.
5. Key the 16 digit cardholder account number and click on “Submit”.

6. If you selected “Current Transactions”, only the transaction data will
be displayed.

7. If you selected the “Current Statement” or a “Previous Statement”, the
“General Account Information” appears first.

Y EAGLS - Electronic Account Government Ledger System - Microsoft Internet Explorer

Bankof America

=

Individual Statement

As Of ; 08/16/2002]=]
Account
Inquiry/Maintenance General Account Information

Inguiry Account Holder Name DENVER REGIOMAL OFF|CE

m
m

I\:!'

3

=

B Maintenance Account Number 5568160

= Program Information | [Agency Name ASST REDmooDwE T & ADMIN
2 Rl Agency ID 1400

- Transaction Data Agency Hierarchy 315 3113091 4113101

2 e Single Purchase Limit $0.00

] CostAllocation Credit Limit $50,000.00

Ef] ndvidual Statement |} [Available Credit $50,000.00

i User Options Statement Date 07/19/2002

g Reporting Tool Statement Status Invoiced

¥ Help

=]

[l Training

o

b

wn
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Followed by the “Individual Billing Information”

3 EAGLS - Electronic Account Sovernment Ledger System - Microsoft Internct Explorer
9 ¥ P

Individual Billing Information

Past Due Amount

$0.00

Previous Balance

Account

Inguiry/Maintenance
: § Inquiry

Maintenance

Program Information

Setup
Transaction Data

Agency Invoice
Cost Allocation
Individual Statement
User Options
Reporting Tool
Help
Training
Log Off

Bankof America

7

Number of Payments Past
Due

1

Payments

Payment Due Date

08/13/2002

Credits

Traveler's Checks Amount

$0.00

Fees

Total Dispute Amount

$0.00

Finance Charges

Cash Advance Amount

$0.00

Convenience Checks
Amount

Current Payment Due

$0.00

Purchases

Central Billing Information

Purchases

$2,550.20

Total Dispute Amount

$0.00

Cash

$0.00

Total Central Balance

$2,550.20

Convenience Check Amount

Central Billing Information

Agency Invoice
Cost Allocation

Individual Statement
User Options
Reporting Tool
Help
Training
Log Off

(%] sfg JebpaT] JUSWLIBADE) JUNOIVY JIU0I1II|]

View Statement Transactions

Statement Inserts

Copytight © 1999 Bank of America, N& (USA). All rights reserved.

Purchases $2 55020 [Total Dispute Amount [$0.00

As Of : 08116200221 | [Cash $0.00 Total Central Balance (3255020
Account Convenience Check Amount [$0.00
Inguiry/Maintenance
Inguiry
Maintenance Total Statement Purchases [$2,550.20
Program Information |} Frota) Credits $0.00
?ﬂﬂ b Total Disputes $0.00
Iransaction Data Total Statement Balance  [$2,550.20
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These sections include, but are not limited to, previous balances,
current balances, disputed charges, payments, and so forth.

8. If you wish to print this statement information, click on the printer icon
at the top of the page or click on “File” and select “Print”.

9. At the bottom of the detailed account information screen is a hot link
called “View Statement Transactions”. Click on the link to display all
of the transactions included on the statement.

After you have searched or printed a transaction or a statement, a hot link
button appears on the bottom of the screen called “Search”. At this point,
you may either go to the main menu and click on a new function or click on
“Search” which will take you back to the Individual Statement Search to
perform another search.

DO NOT CLICK ON STATEMENT INSERTS.
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Third Level Reporting

Some vendors have signed up for “Third Level Reporting”. When you click
on the amount in any transaction, detailed information about the transaction
will appear IF the vendor practices third level reporting. Two examples are
transaction for airline tickets and an office supply store.

The Level lll data for airline tickets gives you all the information you need
about that airline ticket including the traveler, the date of travel, and the
airports involved in that travel. Some airlines have not yet signed up for
third level reporting.

A EAGLS - Electronic Account Sovernment Ledger System - Microsoft Internet Explorer

Airline Transaction Information

Passenger
Name

WYILLIAMSR

As Of : 08/16/2002/=]
Account Travel Agency
Inquirg/Maintenance Code
Inguiny Ticket Issue
Maintenance Date

Program Information Travel Agency |OMEGA WORLD
Setup Name TRAVEL [MC

Transaction Data
User Onﬁuns I

i . . . .
Reporting Tool Airline Transaction Details

Training ﬁﬂ'r'r']f;'cm 0161533219504 ‘ClassofTravel “r’

Log Off

2453 Order Number

A, Total Fee Amount

Sales Tax Amount

|Origin and Destination Airports Date of Travel
[DEN--COS 1Sun Jun 23 00:00:00 GMT 2002

m
{411
(1]
—
o
=
=3
(1]
)
L]
2]
2
=
=
o
)
=
D
=
-1
3
o
=
=4
=
o
a
Q
o
@
v
b
o
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The Level lll data for a general supply order gives you all the information
you need about that purchase including the order date, order number, and
specific transaction details involved in that transaction.

R EAGLS - Electronic Account Government Ledger System - Microsoft Internct Explorer

Purchase Transaction Information
|Order Date | Freight Amount  |$0.00
0618025021954  |Duty Amount  [$0.00

IMerchant TIN 592663954 Sales Tax Amount $0.00
. :“““f“"’fma'"m"a"ce |Contact Name | |Contact Phone |
ngquiry
=3 |Ship ToiFrom Zip Codes (0000000000000 to 0000000000000

Maintenance

Program Information

Setup
Transaction Data

Y

Purchase Transaction Details

User Options : Unit of
Reporting Tool ikl 10 Measure
Hel i .
;ﬁlin E;ﬁﬁﬂﬁ?t $0.00 Unit Cost  [$0.00
Log Off Product Code (0345637 Product |0, oep COPIER 20# L TR BLU
Description ' ' ' ' '
=l| Quantity 1o |

At the bottom of the “Individual Statement Transaction Details” page is a
link for “Request Sales Draft”. At this time, this function does not work well.
We understand it can take up to 6-8 weeks to get the draft. Itis
recommended a copy of the invoice be requested from the vendor.

To get back to your “Individual Statement Transactions” screen, use the
“Back” button on your browser.
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How to Access and Print Transactions

This process is useful if you don’t have the card holder’s card number.
You must first be logged into EAGLS.

1. Click on the “Account Inquiry/Maintenance” link of the main menu on
the left side of the screen.

2. Perform a search on the cardholder account you wish to view.
3. Scroll to the bottom of the page OR click on the “Statement

Transactions” hyperlink located on the top right of the screen to
display the “Statement Transactions” section.

A EAGLS - Electronic Account Sovernment Ledger System - Microsoft Internet Explorer

Bankof America

‘)'/ DERVER REGIONAL CFFICE Organizational Information

45631600 Account Holder Infarmatian

. (888-14-4 Account Information

As Of : 08/16/2002/81 Account Staternant Infarmatian
Account Staterment Transactions

Inquiry/Maintenance

Ingquiry
Maintenance

Program Information

Setup
Transaction Data

User Options
Reporting Tool
Help

Training

Log Off

Statement Transactions

Previous Statement  [ISlBmitEange ] from | o] |

Current Statement MMAYYY MW
Current Transactions

Back to top

Bold Fields Are Required

e
Copyright © 1999 Bank of America, NA (USA). All rights reserved.

(2 sfig Jafipa JUBWILLIBADE) JUNOIDY 2IU0II3|T

USFWS, NCTC Rev. 06/03
30



EAGLS Basics

4. Choose one of the following options listed below and click on the
radial button next to your choice:

e Previous Statement — to view the transactions that have
appeared on the cardholder’s previous month’s statement.

e Submit Range - to view a range of transactions between two
particular dates. Utilizes a 2-digit month and 4-digit year.

e Current Statement — to view the transactions that appeared on
the latest hard copy statement mailed from the bank.

e Current Transactions — to view transactions that have posted to
EAGLS but will not appear on an account holder’s statement
until the next billing cycle.

5. A screen will display stating “You are attempting to leave the Account
Inquiry/Maintenance Results screen. Any unsubmitted changes will
be lost. Select OK to continue”. Click on “OK”.

6. If no data is found, a screen appears saying “no results were found
for this query”. If you wish to perform another search, click on the
“‘Revise Search” button at the bottom of the screen or click on your

) 1]

browser’s “Back” button.

7. Click the printer icon at the top of the page if you want to print or click
on “File” and select “Print”.

8. When you are finished with this screen, a hot link button appears at
the bottom of the transaction screen called “Search”. If you click on
this button, you’ll be able to perform a new search.

The “Transaction Data” link in the main menu on the left side of the screen
will take you to the “Individual Statement Search” screen. See page 24 for
instructions.

USFWS, NCTC Rev. 06/03
31



EAGLS Basics

Logging Off of EAGLS

1. Click on “Log Off” in the main menu (left side of screen).

2. The “EAGLS System Logoff Verification” screen appears.

A EAGLS - Electronic Account Government Ledger System - Microsoft Internct Explorer

BankofAmerica

=z

As Of : 08/16/2002%)

Account
Inguing/Maintenance

Inquiry
Maintenance

EAGLS System Logoff
Verification

......

Do you want to end the current EAGLS session ?

Program Information

Setup
Transaction Data

User Options
Reporting Tool
Help

Training

BELET

Copyright & 19939 Bank of America, NA [USA) Al rights reserved.

(2 sfig Jafipa JUBWLLIBADE) JUNOIDY 21UCIIDIB|T

3. Click on “OK” to end the session.

4. The “EAGLS System Logoff Confirmation Screen” appears.
5. Click on “Close Application”.
6. If using MS Explorer, a warning box appears that states “Web page

you are reviewing is trying to close the window. Do you want to close
the window?” Click on “Yes”.
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Regional Credit Card Coordinators

Listed below is a list the current Regional A/OPCs.

Region 1
Samuel Buzbee/Beth Zetter/Jim Ericson
(503) 231-6112

Region 2
Terri Braden/Karen Rager/Annette Marquez/Cindy Weakland
(505) 248-6934/6932

Region 3
June Johnson/Gina Martinez/Pam Worrells
(612) 713-5238/5234/5244

Region 4
Karmen Nicholson/Wanda Purdy/Pat Schick/Nancy Jaye
(404) 679-4075

Region 5
JoEllen Harris/Chris Nolan
(413) 253-8225/8226

Region 6
Katherine Buckhouse/Carolee Zidan/Jeff Craig
(303) 236-7917, ext. 419

Region 7
Mary McCormick/LeAnn Phillips
(907) 786-3455/3574

Region 9
Sheila Dade/Sam Juzbasich/Ramona Polk
(703)358-1742/1783
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